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COMMANDANT INSTRUCTION M5600.54A
Subj: Policy and Procedures: Printing, Duplicating, Copyirg

5. PURPCSE. This marual establishes policy and prescribes
standards and procedures for publishing activities including
editing, printing, duplicating, copying, ard binding.

2. DIRECTIVES AFFECTED. COMDTINST M5600.6 is cancellecd.

M . mtlbj/
commanders,and urnit commandin
the prcocvisizsrns of this manual are

2. ACT ON Lrea arnd district
73 rs shell ersure <hsat

VAAA-

-vlloweg.

< REPORTS AND FORMS. Reports regquired in this manuzl are
listec in Chapter 4. All forms recguired for submitting these
repsrts are ernclosures and mey bde reproduced localilv.

2. CHANGES. Heccmmerndatiorns, commerts, adcditional irformaticr
ar.d suggesticns for improvirg this manual should be directesd
e Commariant ( Qe G,
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US.Department
of Transporation
United States
Coast Guard

COMDTNOTE 5600

8 DEC 1988

COMMANDANT NOTICE 5600 CANCELLED: . 7JUN ]989
Subj: CH-1 to COMDTINST M5600.6A, Printing, Duplicating & Copying

1. PURPOSE. This notice provides changes to COMDTINST M5600.6A.

2. SUMMARY OP CHANGES. Significant changes are in a new paragraph
4.F., a report requirement for DOT/JCP Printing Plan is added
-along with DOT/JCP Forms 1 through 4 in a new Enclosure (9).

3. ACTION. Submit DOT/JCP Printing Plan report by 28 December 1988.
a. Make the following pen and ink changes to subject manual:
(1) On transmittal, change the phone number in the upper

right to read "(202) 267-2631" and add *, commanders of

MLCs," after district commanders in paragraph 3, line 1.

(2) Change staff symbol G-CMA to "G-TIS" throughout manual:

On transmittal, paragraph 5, line 3.

(a)

(b) On page 2-3, paragraph 2.B.4.b., line E.
(¢) on page 3-3, paragraph 3.K., line 6.

(d) On page 3-4, paragraph 3.L.3., line 7. .
(e) On page 3-4, paragraph 3.P., last line.

(£) on page 3-5, paragraph 3.Q.3.a., line 4.

b. Remove and insert the following pages:

Remove Insert
Pages i & ii Pages i & ii, CH-1
Pages 4-1 & 4-2 Pages 4-1 to 4-4, CH-1l

Enclosure (9), CH-1

' H. G. FLETCHER, JR.
" Acting Chiet, Oftice of Command, Controf
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TER 1. GZZ::’—{AL

Pclicy.

- The policy ¢ the Coast Guard i1s zo:

a. Dublisn such mazerials as necessary =l CoOmIly wizinh
legislative Or reguiatory raguirements ilmposed Cn iz,

b. Ensure that all printing and duplicating produced IcrT
the Coast Guard is limited to the work which
the Coast Guard is authorized by law to undertake,
and that it does not contain matter which 1s unneces-
sary in the transaction of Coast Guarc business.

c. Ensure that publications ané directives present thelr
matter clearly to the intended user ané are plannec
and produced against standards oI strict economy.

é. Limit distrizution of all pr;n:ed mazter sTricTly
-5 those who nave & neeé Zor the inicrmatico

3acxgrounc.

e Puplishing. Section 4 (a) cI the Department ol Transpor-
sazion (DOT) Act provides that the Secretary oI Transpcer-
zatior shall "promote ané underzake development, cclliac-
-ion and cdisseminazion of technclogical, statistical,
eccnomic andé other informatzicn relevant o deomestic and
international transpor:tazion.” The primary means Ior e
dissemination pnase of this functicn 1s publishing

2. ©Printing Cos=zs. Printing is a costly commodiy, scttecs
T0 rigicé controls ancé continued scrutiny by Congress, ne
Office of Management and Budget (OMB), the General
Accounting OZfice (GAD) and the Government Printing
Oifice (GPC). The cost of printing i1s unnecessarily
increasecé whenever there is a lack of planning,
inadeguate editing, elaborate forma:c, author's
alterations %o proofs or failure to take advantage cI
production economies.

3. Management of the Printing Program. In its regulatlions,
the Congressional Joint Committee oOn Printing:

a. direczs =he heads of departments TO supervise 2 cen-
tral printing and publications nanaoeneu: crganicza-
tion. This organization conducts a coordinacz ec 2ro-
gram which controls the development of material Ic De
produced, procured, or céistributed tnrouch the use coI
conventicnal printing and binding meznhnods Or TnISUET
the use of multiple copy micrcoiorm methcods, anc



(]

irects that the central orianting ané publicat:icn
management organizaticn maintain egual resgonsibilizy
and conzrol of duplicating equipment and automa=-:c
CCPY Processing or copler-duplicating machines.

-eliniticns of Tarms. Feor surscses oI hils manual, =zhe

Izllcwiag Zdefiniz.ons acciy: .

-+ PRINTING MAN GE ENT ”PGA::ZAT:CS are Tncse crganiza-

tional entities authorized to crovide printing and dis-
tripution services (e. +g., autrnorized Coast Guard printing
flants in the field are in districe cflices, primarily).

2. PRINTING means the processes of composition, piatemaking,
presswork, Dbinding and microform; the equipment used in
such processes and =he end items procduced by such
Processes ancd equipment.

a. CEPARTMENTAL ? -5TIXNG means 2ll "printing" whiech is
Icr the use pf Headguarzers or Zcr the genera. use 1n
the Coast Guard regariless of =he clace of orizin o=
such wcrk.

S. FIZLDZ PRINTING means all "Srinting" zreduced
Primarily Ior use in the geographical area of =g
crigia.

<. CONTRACT FIZLD PRINTING means all "fia'g Sronzing”
zrccured frcm commercizl sources.

3. AUTHORIZED PRINTING PLANT is an organizazlional enti:v o
wnlch apprcoval has been granted Dy the JCP =0 geriorm
prianting.

4. CAMERA COPY is an image to be photographed for subss-
quent reproduction by printing or duplicating proccesses.

5. CCOMPOSITION includes t/pesetiing or the preparation of
final copy by any metnod used as a substitute for tvse-
settin wnen it is procured commercially or produced :in
an au:ﬁorlzec printing plant, and is to be used in the
preduction of printing.

6. CCPY-PROCESSING (PHO"OCOPY;VG) is the production of
material by diazo, elesce osbat¢c, heat and similar
:rocesses in the likeness of the oricinal! documen
vsing machines including, but not limited %o: Ozali ]
peco, Xerox, Thermofac, etc. (no endorsement intanded
r implied).

[
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PIRICCICAL is any opublication issued zwice or more in any
l12-mcnth pericd with a continuing policy as o formacz,
sceciiicaticn, centent ané purpose.

PRCCOUCTICON UNIT means cne sheet, size 2 12" x L1,
Srintsd 2n ocne sii2, <ne Zolor. Zach =ddiziznal solar
ccunts as an adcdlziignal Dreducticon anit.

maziion matier generated by or Icr

PUZLICATICN means infcr r
the U.S. Coast Guard which is published as an indiwvidual
document and which is stcockad 22 be available Lporn
request for all recguestors. Public reporzs which meet
Thls cricerial are ccnsidered publications.

SICNATURE i1s a grinted sheet+ con:aining a mulziple number
£ pages 1in increments of four, folded as one uniz ané
forming a section of a book or oanonle (e.g., &4, 8, 12,

1%, erc.).
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S with appr

Zeads of Printing Managemen: Organizations, in <O

witn Coasc Guarc puplisning and printing oolicy,

responsidle ZIcr:

©., =ne mropr.ezy andé accuracy oI matter o De T
micropuzlished or dupiicated;

2. de=ermining the necessity for pr nting, m
duplicazing, and distributicn:

3. assurinc <ha%t published material confcrm
programs andé policy:

4. ensure that the content of all printed matter

and coordinated internally
apprcpriace;

and ext

rnally,

as

5. ensuring compliance with external reguirsments sucn as
Goveramenz Prinzing and 2inding Regulazicns anc CHME
Circular A=3, and internal ragulrements sulnh as accilicz-
5le Cepartment directives;

6. poroviding all printing, micropublishirng, duslrcating,
ccoving, ané distribution services, and such revwiew anc
ed1zinc services Zor publications and directlives 2as arfe
reguilred tTO ensure appropriate clearance and coordina-
-<icn, and compliance with policies and szandaris;

T. ensuring that servicas are provided in compllancs wiin
appl.cable laws, rules and reguliations:

2. oroviding technical advice and assistance %0 cSriginatinc
oiZscials; and

S. issuing such supplementary standards, croceduras and
cuidelines as may De necessary.

Decernzralized Printing, Duplicazing and Copving. Paragraznh €

Of the JCP Regulations (edition 27) requires tnat the head oI

each department determine where printing is to be reguisi-

ioned bhrougﬁ a central printing and oub’lca ~ions management
or:a 1ization. In the Deoa::me“- ol nsportaticn, the
cen=zral Srinting anc putlications mauacenenh organizazion 1s

-he Publications Services Division, Cifice oI administra-

tive Cperatzions, OfZice oI th2 Secretary:.

1. Dolicies for Production and frocuremenc 0f Prinzing
and ouplicatlnc.
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3. Ceneral _nicrmacicr.
1. No USCG prinmting cr duplicating fzcilizy is autherizecd
tc reproduce mazerizls for:
&. Non-zppropriatzed Zuncds activitles (e.c., CTZiicers'
Cclubs, Exchanges, CPC,EM Clubs, eIc.):
b. CG Crecdit Tnicns
c. Wives Clubs
d. Golf Clubs
e. Toastmasters/toastmistress' clubs
£. Calling cards of any kind.
2 Drdme=s < +h L~ oS K r<ar o B - e 4
2. ©Prinzing ¢f the fcllowing may De perZormec in DILATing
or duclicazing facilities, upon reguest. However, nc
printing of this nature will interfere wizh normal
schneduling of mission orlented materials.
&. Change of commané invitations and programs:
~. Re=-iremen= ceremonies ONLY WHIN PART Of A CUANGE COF
COMMAND CIREMCHNY.

por Local periodicals ani "welcone aboard" tvpe
pamsniets.

3. Adver-isements. ko printed matter producec Dy or at tne
G_rect.on o= whe Department oI Transport <ion or Coast Guar
shall contzin any advertzisement for any privatce individual,
Zirm, or corpora:;on, r contain any material which impl:ies
in any manner that the Government endorses cor favors any
specific commercial procduct, cormodity oI service.

Z. Camera Copy. Camerz copy ané illustrations shall not be
procured conme*czally All requests should be sent Inr ugn
the local printing management organizations.

L]

2. Colior Printing.

-

1. Printing in two or more colors or the use of illuszre-
~ions is prohibited unless they are functional anc
essential %o a clear understanding of the subject
matter. Color prinzing will not be used for decorative
purposes. The following categcories are examples c:s
color work thaz mey De iustiliec:

-

- -
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2. naps anc technical diagrams whers CSicT 1s necessary
Zor clarizy;

D. I0CC anc medical 3disease idenzzficazizn;

<. ccmpet-tive areas of perscnnel recruizing: and

ol safety cTromcticn and firs Iraventizcn
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2. TInIIng In WO Or mere <colors mus:t be apgproved .
CZ printing management organizaticns.

tllustraticns ars to e used in Ccasz Guard orinted mattsar

cnly when they:

1. relace &irecilVv %o zhe subject matzer ané are necessar bl
TO explain the text: and

-+ dc not serve o aggrandize an individueal.

SoPYricht. When ccpyrighzed material is o be inccrzorazed

in Whole cor in parz, in any mattar o be prinzed or duzl:i-

cata2d Cor reproduced by or for the Coass Guard, writzsn per-

MISSLOn must e cbtained from the copyrignt owner. Th:is

must bDe done by the unizt reguesting reproduciicn o the

materiel. A copy cf the permission muss accompany the
reguest Ior rasproducticn.

Cradlt Lines.

-+ Ccurtesy or credis limes ares permissibla Zor uncooy
Tighted materials cconirizuted or loaned by rnon-gcvern-
ment activities. Such credi: lines mus:t be se< i= the
smallest practicable :ypeface so tha- thev are subor-
dinate both to tex: and illustrations. No credit shall
Te given when uncopyrighted materials have been pur-
crnazsed Ty the Governmenz.

2. Wwren all uncopvrighted materials have come Srom a
sing & non-government source, crecdit shall be given
in an undéisplaved prel;mlnarv raragrapn instead of

being repeated on an individual basis.

NO crecit lines snall De rermitteé for any designer,
by &yout artist. Also, no credi= line
shall be permitted for the sole purcose oI giving
Sredit to any author or Coas: Guars employee excep:
in-house organs ané similar type publicaz:ions.

3=2



Free Distribution. No person
Guaré snail curnish wichouz pric
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zatlon any

publications, directive, manual, T -, etc., Sree to anVy
orivate inéividual or organization ows exceeding 59
copies or the cos< of which 1s greazer -nan cne naundred
dollars (S128). mhig restriction includes =he free &istIi-
mo-ion in bulk of any ma-erzal TO privazs ingdiwvideals °oT
crganizaztions for redistribuzion =9 names on their mailing
1ig=s, unless the initiazive Zor +his diszribuzion is taxern
by the Coast< Guard.

Identification of pubiications. All documents and publica-
—ions printed at Coast Guara expense shall have printed
-nereon the words, "U.S. Department O m-anspertazion,”
ané/or the DepartIment insignia, and "U.S. Coasc Guard," the
date of issuance and pubiications number. (specific guigance
zor cover format may be found in COMDTINST M520¢.12, Graphic
Scandards for the U.S. Department oI Transporzation.)

vailing Liszs. Mailing lists are the responsibility cf h
cric.nator. Tne 1ig- shall be revisecd at least once

a vear o eliminate waste in funds caused DY ma-erizl belng
improperly addresseé or mailed to persons no ionger deslring
.-, ™nis mezhocd ©of revision reguires that persons recaiving
—he publlcatlons indizate tThat they wisn <2 continue
raceiving them. Failure To reply to & recuest snhall aulomer
-igcally eliminate +he adéressee Irom —he mailing list un-2ess
i- is necessary ZIor tne conduct of cificial Tusiness. .-t
sse o0f tizles on mELILnNE tigz=s in lieu ¢I rnames, wnere
possidle, will reduce The cOs™s ©°= 1ist mailntenance.

Paper StocX Cnly those zTybes, grzdes, weights and cclors

o paper Thcluded within the Governmenc Paper Specificazicn
S-andards issued DY the JCP shall be procurec T specrfiec
for the printing, Zuplicacting and binding oI CoaszT Guearc
Ma-erial. Exception may be authorized by JCP Forward
reqguest througnh ~he chain of command 9 Commandant (G-

VA

Printing Reguirements Resulzing from Contracts ané Granzs.
~he 1nclusion of printing within con.racts -Oor the manu-
facture and/or operation of equipment and for services
such as architectural, engineering anc research, 1s
crohibited unless authorized by the SCp.  This restriction
does not preclude: '

1. Procurement of wriz:
script copy, Or prepd

material as a part © conzract oOr gran
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3.0.Stanéards.

1. 3Binding. Only standerd types of binding shall be
speciziec¢ or used unless the additional expense carn Dbe
iustified by the reguesting office. Standaré tvpoes ciI
rinding include sadcéle or side-stitched, pastec Or
perfect binding. ther types wnhich generats addliticnal
cos+s inc.ude comb-tinding ancé hard cover book bindlng
Printing management organlizations, when cdefining pro-
cecdures for obtaining binding, should list those methods
avalilatle within their area.

use of two or mcre colors ci

2. Cclor in Publications. when

TnK (Lnc.uc.ng piack) 1s contemplated, the heads cI

prin:ing' manacement organizations shall be consultec

during the initial planning stage. Approva. shall noc

pe granted unless the additional color(s) serve(s) a

specific functional purpose. When it is agreed that

the use of two or or more colors is essential, the
regues=zing ofiiciel sna" furnish the head oI the

Drinting management canization with a2 written juszi-

ficazion. The jusc l:lcatl n shell Dbe usec as documen-

tztion and as a basis Zor obtaining any addiz:ioral
zapcrovals reguired by the JCP.
. Ccomposition and Layout.

3 To the fullest extent practicable, par:t, chaprter,
sec=ion andé o+ther headings ané relatecd disslay
matter shall De compesed in the same family oI
voe and Dy the same Drocess as‘:he Text manTer. o ¢
_nless arn exception 1s granted by Commandant (C-SH—
during the planning stage, maximum size ZIor Dol
—2Xt shail be 1Z-pcint type o©r eguiwvalent, and
wherever practicable, smaller type sizes shzall D¢
uased. Leadinc between lines shall not exceed 2
pcints (single space typing).

j Zlank paces shall be eliminated when possilble, wiin
due considerazion for economies Lnherent 1 tne use
ci signatures in printing production. Fformat and
pace make-up shalli be planneé¢ o *ecuce blankx space

. T0 a minimum. Unless an exception is granted, &ll
printinc and duplicating sheall be édone on both side
0f each sheet. GEleed pacges shall be designed i=n
eaccordances with .mposition recuirements a“_ £inel
trim sizes.

)
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Srrsct.cns and changes in SC2V and orocfs All manc-
SCIi2T COpPY Or camera c2py shall be carezully prepared,
edized and reviswed beiere submission fer compositocn
andsor printing. When a manuscript has advanced -a
ga.lev cr pace prools, m“onessential improvemen-ts :i- tne
-anguacge, ZIzrm or @Xpression, gunciua<ion, 2tc., sh=zll
De avecided. Auther's aiterations in PTO0OIs snall oe Xxaro:
T2 2 minimum as they are éxrensive and deiay procduczion

Covers. »Publications no-= e€Xceeding 32 pages shall have
seli-covers of the sane Péper stock as the inside paces.
ZXceptions may be macde such a8s wher the publication is =
rart o a series. Separate ccvers may be authcrized or
4sed Zor publica<zions consisting of more than 32 paces,
nowever, self-covers shall be used on Coas< Guard gurzli-
cations to the maximum éxtent practicable.

Torms and Apvearance of Hanuscript Ccpv. Copy submizted
LOr composiiion snall pe cleac and legible. It shall be
typec double spaced on cnly one side of =he raper znd
snall nect contain éxtensive addéizicns or ccrrecc.ons
Paracrachs shall be ccmpleted on cne Page and the paces
shall re rnumpersd consecutively. Tabular matter snall be
Ol separate sheets

—ilustrzzions. Illustrazions for use in prinzed and
duplicazed matter shall be designed wizh =u:l: consilsrz-
.2 as to ené use and ne final trim size of <he Taze s
S Wwhich they are +o ke ciszlaved.
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CHAPTER 4. REPORTS

A.

Responsibilities. Authorized printing management organi-

zations in the field shall submit the required reports to
Commandant (G-TIS).

Required Reports.

1-

JCP Form No. 1, Printing Plant Report (enclosure 2). A
semi-annual report* summarizing all wors done shall be
made in triplicate on parts II and 111, JCP Form No. 1,
and forwarded not later than 30 days after the close of
the first six (6) month period (October-March). The
second six month report (April-September) shall

include Prart I, Cost Information, to cover the entire
year and shall be forwarded to Commandant (G- TIS) not
later than 1 November. Production Information reported
at the close of the First six-month period shall not be
repeated in the final report except that cumulative
production unit totals shall be furnished in the space
provided. RCS: G- TIS-1103-A. .

JCP Form No 2, Commarcial Printing Report (enclosure 3).
A semi-annual report*covering all transactlons concerning
composition, printing, binding and blank sheet and blank
book work procured directly from commercial sources shall
be forwarded to Commandant (G-TIS) in duplicate 1n
accordance with the schedule in paragraph B.l., above. A
separate report shall be prepared by each field unit
responsible for providing printing and duplicating
service. Negative reports are required.

RCS: G-TiIS -1103-B.

JCP Form No. 3, Acquisition of Power Operated Collators
for use in Facilities Other than Printing Plants
{(enclosure 4). A report is reguired in duplicate
covering the acquisition of each power operated collating
machine for any installation other than an authorized
printing plant. This report shall be forwarded within

15 days after acquisition. RCS: G-TIS-1183-C.

JCP Form MNo. 5, Annual Plant Inventories (enclosure 5).
An annual report is required in duplicate on all print-
ing, binding and related or auxiliary equipment located
in authorized printing plants. The report will show
make, condition, age, serial number, model and size of
equipment. The report shall be forwarded no later than
1 November. RCS: G-TIS-1183-D.

*Ignore the instruction on the form which requires quarterly
submission.

4-1 CH-1
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5.

JCP Forwm Ho. 6, Stored Equipment (enclosure 6). An
annual report 1s required in duplicate on all printing,
binding, related or auxiliary equipment in storage in
depots, warehouses, etc. The report will be forwarded
no later than 1 liovember. RCS: G-7IS -1193-C.

JCP Form No. 7, Excess Equipment Disposal (enclosure 7).
A report 1s required in duplicate on all items which are
disposed of from an authorized printing plant. The
report will be forwarded no later than 15 days after
completion of the disposal action. RCS: G-TIS -1183-F.

Summary of JCP Reports. The following table is presented for

convenlence of reference:

JCP Form Title Due
No.
1 Printing Plant Report - Semi-Annual
2 Comuiercial Printing Report Semi-Annual
3 AcCqulsition of Power Operated Within 15
Collators for Use in Other days after

Than Authorized Printing Plant acquisition

Aunual Plant Inventories NLT 1 WNov.

Stored Lguipment NLT 1 Nov.

Excuss Lquipment Disposal Within 15
days after
disposal

Report on Trunsactions Involving Duplicating and Copying

Equipment 1 the Field.

l.

The JCP reguires the central point of liaison in each
Government departinent to maintain information on all of
the department’'s duplicating and copying equipment.

Within 15 days following the end of the FY, cammanders of MICs
and districts for all unjts under their administrative control,
camanding officers of HO units, Commander, Activities
Europe, and Commandant (G-CAS) for USCG Headquarters,

shall forward to Commandant (G-TIS) a report listing and
describing the offset duplicators and copiers currently

on hand and any auxiliary equipment used with this equip-
ment. DOT Form 1710.6 (see enclosure 8) shall be used

for this purpose. RCS: G-TIS -1103-G applies.

Supply of Keport Forms. All forms for reports prescribed in

this manual sy be reproduced locally.

4-2



DOT/JCP Printing Plan.

1‘

Content. JCP requires DOT to submit a comprehensive
Departmental printing plan annually. The report covers
the past fiscal year and plans for the next two fiscal
years and two additional out-years. Ensure projection
estimates are consistent with previous year's report.
Discrepancies between previously reported projections
and actual FY data or new projections must be justified
in writing along with annual report.

Submission. Within 75 days following the end of the
fiscal year, commanders of MLCs and districts for all
units under their administrative control, commanding
officers of Headquarters units, Commander, Activities
Europe and Commandant (G-CAS) for USCG Headquarters
shall forward to Commandant (G-TIS) the appropriate
DOT/JCP Forms 1-4. RCS: G-TIS-1103-H applies.

DOT/JCP Forms [see Encl. (9)]. Enter command title,
city and state for "Site" and rank,rate or grade and
name of person preparing report and their FTS phone
number for "Contact" and "Phone FTS" on all forms.

a. "Printing/Publishing Production Projections,
DOT/JCP Form 1. Enter fiscal year numbers into
columns as appropriate making the Plan FYs for the
current and next fiscal years and the Out~Years FYs
for the two fiscal years out from the next FY. For
example, a report prepared in December 1988 would
show Past FY 87, Plan FY 88 & 89 and Out-years FY
90 & 9S1.

(1) IN-House Printing/Duplicating Production Units:
Enter sheets of paper used under Past FY and
project estimate to the nearest 5,000 copies
under Plan FY¥Ys and Out-Years.

(2) GPO/RPPO Activities Actual Jobs: Enter exact
number of jobs sent through GPO or RPPO under
Past FY and project estimate to the nearest 10
jobs under Plan FYs and Out-Years.

(3) Direct Commercial Procurement (JCP Form No.2)
Actual Jobs: Enter exact number of jobs sent
or estimate jcbs projected to be sent for
direct commercial procurement printing
excluding those done on In-House equipment, at
GPO/RPPO, under GPO/RPPO contract, at any
other government activity (GSA, DOD, Navy,
etc.) or under any other government activity's
contract. Direct commercial procurements must
also be reported on the semi-annual Commercial
Printing Report (JCP Form No. 2) under RCS:
G-TIS-1103-B.

4-3 cH-1




4.F.3.a.

(4) Other Government Activity Actual Jobs: 1If

any, add a row beneath Direct Commercial
. Procurement row, enter activity name under

Activity column and enter exact number of
jobs sent or estimate jobs projected to be
sent to any other government activity (GSA,
DOD, Navy, etc.) or under any other
government activity's contract.

New Equipment Acquisitions, DOT/JCP Form 2. Use
separate forms for current and next two fiscal
years. Add fiscal year numbers after "Fiscal
Year" at top of form. Enter new printing
equipment projected to be acquired for units with
printing or duplicating environments as defined
under paragraphs 1.C.2. or 1.C.8. of this manual.
Equipment must be requested from Commandant
(G-TIS) via chain of command per 2.B.4.a. of this
manual.

New Technology Applications, DOT/JCP Form 3. Use
separate forms for current and next two fiscal
years. Add fiscal year numbers after "Fiscal
Year" at top of form. Enter new technology
applications (i.e., phototypesetters, laser
printers, software, pagination terminals, optical
digital disks, etc.) projected to be implemented
or tested for units with printing or duplicating
environments as defined under paragraphs 1.C.2.

" or 1.C.8. of this manual.

Projected Printing/Duplicating, DOT/JCP Form 4.

Enter fiscal year numbers into columns in the
Same manner as DOT/JCP Form 1. Enter number of
jobs for each of the four publication categories
under Past FY and project estimate to the nearest
10 jobs under Plan FYs and Out-Years. Total
number of jobs for each fiscal year column must
equal number of jobs reported on DOT/JCP Form 1.
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COMMERCIAL PRINTING REPORT

JCP PORM NO. @ (Rev 3-7D)

Uepartment scaacuarters shall susmut two copies 1o tde JOINT COMMITTEE ON PRINTING witaun 30 aave after tne ciose
Af escn 3<ca. cuarter Repor: al cormposition. printing, Dind:Dg. snd Diansi-0ook Work procurec rom commercial sources tnrougn
Jdeparimen: contracts suricg such perrod. Do ot :nciuge Work procurec torougn GPO sources :n tfus report. Do not inctuge
taTUla(ing saras 97 Ointea enveiopes oraered lbrougn G3A contracis. or tecinQing pubiications: of any description Uae aaditionai
sheats if necesssry

NAME OF DEPARTMENT OR AGENCY NAME OF SERVICE CITY AND STATE FOP PERIOD
+ INDED
1
. JCP or GPO Number ; : Tota cow.
. DESCRIPTION waiver numoer and date Towl number o0 pog,, St of binding N
{List eacs j00 separataiy: (if sppucable: of copies iper copy (i aayy m:m:‘
. ceamin ceeeel §

JUY S SRS Y O S,

........ T arr T

Taoal C.‘»Q‘

PO, Y 4 e eeascemesemaceasescecsesantatanemeeaseee.oaaoeanaeaaaen e A e sa A e em e ek s et mme Moo LmES et SL oL ta sy ev o s ast

SIGNATCTRE . TWLE DATE SUBMITTED

3 SOVEAMEENT Setuling DFOICL 19T Deep-lt
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Form for Reporting Acquisition of Powez-Operated Callators for Use in Other Than Aathorized Printing Plants.
ICP FORM NO. 3 (3T

Zezzoment Reggzucriess shall submul this lemm ot dne Toimr Tommmifae on Prining within 30 Zayr sier coguisizos o econ sower-coeries
ssizang mashite ior anv iasclcTsn smer tnzn on sumnsnzed prning Sitm
JEPARTMENT IR AGENCY NAME AND (OCATISN OF INSTALLATISN Sute. Cuty, Streey 3uuaing ang acam Mo.

PRODUCTION INTORMATION FOR PAST YEAR

+ NUMBER OF CUPLICATORS iN EACM HUMBER OF STENCILS, TCTAL UNMITS
: CATEGSRY REPORTED MASTERS. PLATES PROOUCED

Stenci susiicstors

Spim Suphissiess

Tiser sumhizzies

Totel units procyced I XX®LTIZXIXIITIIIX X I TXXXXTIXXXT

PROJECTED PRODUCTION INFORMATION FOR NEXT YEAR

i NUMBER OF QUPLICATORS H NUMBER OF STERCILS | TOTAL UNMITS
IN EACH CATEGORY MASTERS, PLATES ANTICIPATED

Stenzil Sudiicsisrs

~ta

CSmeemt mrami
et SUT

1

Cfset duziizatens
=

Totel projected procustion » XTI XXTYXTXE X X T XTXITXITXXXZXY

INVENTORY OF EQUIPMENT

—— Pemmkan ans Siadins Sgmm: esang) . ~1
St curmen: sovermzmer! Fmning 2nc Zinding Reguizfoas) now monsizlizeton,

s dejew =

()

ecucment see 2o T ocoly, L I ang

OESCRIPTION t

K l 1
Grouo and idenaty by type of macninery in the faliowsng orger: AGE ICONDITION®  SERIAL NO. SI2E ¢ MODEL i ESTIMATED vALUE
< L t 1 dinding, ¢ rMaTe eSuipment ; i 1 : '
! 3
)
. ) i |
: i ‘
L]
SIGNATURE OFFICIAL TITLE C OATE 3uBMTTID
!
- :Nenew: T enn Imguoc: Fwicit Fepoen Usunserviceat.e. oI




JOBS PRODUCED DURING MCST RECENT 20.DAY PERICD

. : N THESE CATES :
CATEGORY OF JCBS T2 UMBER F JOBS iN TNESE CATEGORIES TOTAL YUMBER - TOTAL YUMBER

3E COULATED 8Y “UMBER . . CF SHEETS JF 2AGES
IF SME! N A LR ] £ 70 10 1 70 R . CVER %0 1 I CATESORY . TEGORY
F13 1n & se1 snes ; scmes Tnes ! 2PIES ' ? . Inoarwe

UP 7O S SHEETS ’ . i I

3 70 12 SHELTS

13 TO 28 SHEETS : :

OYER 28 SNEETS

LCF FORM %0, 1 (18D (BACK) LT 1.0, JOVERREERT serarTing IPPICT



Incl (5) to COMDTINST MSE00.6a

ANNUAL PLANT INVENTORY

JCP PORM NO. § (Bov. b=id)

Department headquamers shall submit ope copy w0 the JOINT COMMITTEE ON PRINTING within 60 days after the ciose of

eac: fisca! year, Lugz al printing. binding, and reisted or auxiliary equipment in the piant. Use addiuional sheets if necessary.
THIS FORM IS POR TEE USE OF ALL AUTHORIZED PRINTING PLANTS

{ \ ] TION OF PLANT JCP AUTBORIZATION FOR PERIOD INDED
NAXE OF DEPARTMIENT OR AGENCY NAME AND LOCA ; O P A
|
DESCRIPTION CONDI. !
Groap and éammtd?y b7 Tve of machitery in the foliownng order: AGE| HoNe | SERIAL NO. sy l MoprL
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Incl (6) =o CRTTINST MS600.62
ANNUAL INVENTORY OF STORED EQUIPMENT
JCP FORM NO. ¢ (Rav. 545

Denarzment heagguarsers shall submiz one copr w0 the JOINT COMMITTEE ON PRINTING within 60 days after the close of
each fiscai vear. List ail printing, binding, and reiated or auxiiiary equipment on hand, in storage depots, warshouses, etc., 20t
iaventorted :n a plars.  Use addizional sneets [ necessary.

NAME OF DEPARTMINT O AGINCY NAYE ANT LOCATION OF PLACT ®EIREIN TOR PER! SOED
ECCIPMENT I8 STORED FOR PERIOD ENDE-
DESCRIPTION v conpt ;
Group and 1dentify By type of machinery in be foilownng order: VAGE  TgNe  SERIAL NO. SIZE | MODEL
Compoaing, DIAAMAKIDS. DrSURE Dresses, MBdIRg, 8AC reiated equidment. . . .
t i
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EXCESS EQUIPMENT DISPOSAL REPORT

JCP FORM NO. T (Rev. 12271}

Temgrement readcuarters shail submit one copy of this form to the Join: Committee on Printing within 30 days afier compietion
o disrosa, acuon Eouipment staii 5e reported on this form in accordance w:ith procedures contained in paragrap: 10. JC?
Tegsiations.
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DEPARTMENT OF TRANSPORTATION

Duplicating/Copying Equipment Inventory

ADMINISTRATION REPORTING OFFICE/IFACILITY SIGNATURE DATE
lg & . . o Date o o Average "
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